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27 March 1968

STAT MEMORANDUM FOR:
Special Assistant to the DDS
THROUGH : Chief, Support Services Staff
SUBJECT : Recommended Action relative to U, S. Government

Correspondence HassoSok Pt

maMLoL/
1. The U. S. Government Correspondence .Hsmédbeok was recently
completed by the National Archives and Records Service. They Se
WAM/Z/\’W{ “"""‘4‘6 WWWJ /,7 Lgsn 4'4 Zenels «
us an advance copy on 22 MarchA This éovernment H%w&i&:&mn— JW[W
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n various components of the Agency,and there will be many
bt W)

inquiries ?Q;é its application in Agency/ffflces Many ponents will

initiate separate procurement actions for a few copies of this pub- 40-—

lication. The requisition paperwork will cost more than the @“f
¥ 25 Lo

ten . | ==
publication gpurchaseds
A JIE : .

2. We have examined the Government Correspondence Haggsrmk and
find the first two chapters cannot be used in this Agency at present.

Chapters 3 and 4 have limited application here because of our Security

-,W—J«{O—o%—*ceaﬁ-&/

requlrements The remalnder of the Manual zxe n@@l g%&r m/
€erzro Z’éﬂ- VDY NG
&duet components use.

3. Onﬁfzgzzéz Mr. Bannerman replied to the GSA coordlnatlon of

an early draft of the subject )6nual o he 1ndlcated the Agency would use
portions of 11:,) but we would have to prepare our oﬂt@—s&%—tﬁ‘y correspond-

ence requirements unique to the Agency.
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will eliminate the unnecessary cost of many separate requisitions.

Prior to ¥ Pistribution &%

Apprqvef &:}Release 2002/08/26 : CIA-RDP74-00005R000200130005-4
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L., ™ ¢ recommendgé’ that the CIA Records Administration Officer

be authorized to purchase 2,000 copies of this/ﬂanual ($1200). 'I'hi 2

ADMINISI‘RATIVL - IN‘.[ERNAL USI‘ ONLY

Chapters 1 and 2 in Part I of this mouual on €overnment
B ecorrespondenca are nobt yet applicable in this Agency. The
¥ speclal requirements ol Agency gorrvespondence procedures are *
§ set forth in [ Jend itd revisions will include those
_‘sectlons from these first two chapters that can be incorpor-
# ated in Agency procedures.

3 Chapters 3 and 4 of Part I have limited application here
& because of the established Security procedures which must take

precederyléto the instructions in these two generalized chapters.
i c

kll seven chapters of Part II

1 and Chapter 5 of Part I

| exbromoly-bonctiotal and ihois useis— |

necommcHded., wue, 2ol ém e dtae 7.8

; ey ’LW | 4
‘9/ Records Administration Officer

5. The Agency Correspondence Handbook will be

revised to ellmlnate material co ered in the Gover nt Manual; to
’fiz:o Regulatlons Control Branch for

update the remainder ang ubmi
publication. The eliminated portions will be a considerable saving

in Agency printing costs. You have the latest draft of the proposed

revised Agency Correspondence Handbook which I sent to you Mé FJ/{- /‘/457
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Please return 1t wﬂkyour recommendations on the foregoing proposals.

*  Chief
Records Administration Branch
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